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INTRODUCTION © 


The National Job Bank, a computerized inventory of jobs 

which cannot be filled locally, is the response of the 
Commission to the problem of reconciling skill shortages 

with’ skill. surplasesie, fhe, National Job Bank. 'will, replace 

all previous systems for clearing job orders inter-regionally, 
nationally, and overseas. Prior to mandatory National Job 
Bank order entry clearance activity within regions will 
continue to operate according to policies and procedures 
established by your respective regional offices. 


The concept of the National Job Bank, which was developed 
through extensive consultation among representatives of CEIC 
field offices, regional offices, and national headquarters, 

is predicated upon the realization that there will likely be 

no computerization for many years in most CECs outside 
metropolitan areas, and no early national linkage to individual 
computerized metro systems. Nevertheless, there is a 

pressing need to improve our ability to disseminate information 
on jobs’. 


Essentially the National Job Bank will operate in the following 
manner. 


A computer-based Control Centre will be located at national 
headquarters. It will be staffed by operators seated at 
computer terminals, who will receive and convey information 
through telephone headphones. Hours of Control Centre 
operations will allow for receipt of telephone calls from 9 
a.m. Newfoundland time to 5 p.m. British Columbia time. 


When CECs have "quality" vacancies which they are unable to 
fill from their local labour force, via toll-free telephone 
lines they will phone the Control Centre to enter them in 
the system. If worker clients express interest in out-of- 
town jobs, their counsellors will be able to telephone the 
Control Centre to determine whether the jobs the clients are 
interested in are still available, and/or to request searches 
of the data base to identify other suitable jobs. Once the 
Control Centre has provided the names of the responsible CEC 
and counsellor, communication will be direct between the 
GECS. 


As an information back-up for counsellors, sets of microfiche 
Cards: wilil*besproducedMand dastributed werulariys to ald 
GEGS, ypthespeciade-setier cards. “istune allidgobs! cleared 
OVERSEAS Wide Decdusitriupured by vinmieration ito. all) our 
overseaspotiices. To provide clients with) information: on 
job availability through the Bank, and in recognition that 
they would not utilize easily microfiche readers, "National 
Job Bank Inventories" will be posted in CECs, indicating the 
occupational codes and titles, and locations of employment, 
of all jobs contained in the Bank. Specialized versions of 
Inventories could also be produced for distribution to 
professional associations, universities and colleges, and to 
unions. 


rhs 


The National Job Bank, aside from providing this vital 
information link across the country, giving all Canadian 
workers access to the largest possible number of shortage 
vacancies, and giving employers the widest possible exposure 
of their hard-to-fill jobs, will also contain a valuable 
store of labour market information which will be extremely 
useful in manpower planning, determining training needs, and 
certifying employment for foreign workers. It will greatly 
facilitate recruitment’ for’ major proyects’ which wri) be 
undertaken in the coming years. 


NATIONAL JOB BANK OBJECTIVES 


1. To provide direct and immediate access to information on 
hard-to-fill vacancies to job seekers across Canada. 


2. To provide employers with wide exposure of their vacancies. 


3. To provide Immigration officials with prompt and consistent 
access to information on jobs which have been cleared overseas. 


4. To make all operating procedures as simple as possible 
in order that the user can focus on the labour market information 
aspect of the system, rather than the system methodology. 


OVERVIEW OF THE NATIONAL JOB BANK SYSTEM 


Order Entry and 
Enquiry Via Toll-Free 


Telephone Lines 
CONTROL’ CENTRE CENTRAL DATA BASE 
COMPUTER CENTRE 
ALL’ CEGs 


National Job Bank 
Microfiche Cards 
and Inventories 


ORDER ENTRY 


All CECs will be given a number and/or code for use when 
calling. the Natvonaldgiop,Bank:Control.Centre.,)| Those, offices 
with a direct dial capability will make immediate contact 

with 4a Nationalsjobs Bank (Control, Centre: operators , Offices 
will use a call {code and will be able to access only the 
National( Job) Bank with that code.) Allj,telephone long distance 
will be charged to the National Job Bank Control Centre as 
thesreceiversotesthe. call. 


EachwGhCe will ensures renat One person; Of; Un1Lt..within, the 
GCECewidd-assumeseticsr<sponsibzlity for. entering that office's 
onders in the National Job) Bank.) {This person, or unit, will 
pewaccountablewtormmcu-uring a tocal live file search has 

been, conducted,ethe order meets the qualitative: criteria, 

and that the order meets the time requirements for entry. 
Alivcontact wits tnesGonuro! .Centretwil lo beymade, by toll- 
freestelephone linesrusine the procedure indicated for. each 
GEG. 


Orders will be referred to the appropriate person or unit 
fOr entry according to the following criteria: 


tae bHOSe Vaecanetesayurensa ChCeisvunabler to fill,»after. dive 
file search, and where the wages and working conditions are 
such that were there qualified persons available they would 
accept those positions, will be entered in the National Job 
Bank. The Bank will not include vacancies which locally 
available and qualified persons refuse to consider because 
of lower than local goine rates or working conditions. 


2. Any order on which there has been no placement after 10 
working days, and on which no referral is pending confirmation 
in the region, will be entered into the National Job Bank. 
(Orders may be entered prior to this deadline, subject to 
criteria and policy established within each region.) 


$-e> The employer agrees to) having the job? exposed in) the 
National Job Bank. 


CECS. wiliMberexpected: to, bexailemtonmustity those instances 
in which orders have not been entered when the deadline for 
entry, is reached. The intent» orethis, policy 4s..to ensure 
that only high quality orders appear in the National Job 
Bank, and that such orders should be given consideration 
unless there exists some compelling reason why the order 
should not be cleared. 


All-orders, will, \be dealt with anethe same manner > rhere 
will be no distinction between types of orders, such as 
standing, deferred; foreign worker. recruitment,setcs eins 
practice’ will allow for) simple procedures at. the local 
office, and is in line with the policy which mandates regular 
updating of information in the data base. 
The following information will be provided’ bythe: ‘CEC’ to) ‘the 
Control Centre for order entry to be accomplished. It 
should be presented in the sequence in which it appears 
below, to assist Control Centre operators. 

- CEG™POINT, OF SERVICES GODE 

CCDO CODE 

i STANDARD INDUSTRIAL CLASSIFICATION 

% CEC NAME 

NUMBER OF VACANCIES 

, SALARY (AT THE LEAST A SALARY RANGE) 

MINIMUM EDUCATION REQUIRED 
MINIMUM EXPERIENCE REQUIRED 

p LOCATION OF EMPLOYMENT 

‘ NAME OF COUNSELLOR RESPONSIBLE FOR THE ORDER 

i CEC PHONE NUMBER 

% CEC AREA CODE 

: CEC ORDER NUMBER 

If the order is the result of a request to 

hire a foreign worker, it is necessary to 

indicate whether a visitor or an immigrant 

is being sought. 

If the order should be cleared overseas this 

must be indicated. (See also GUIDELINES FOR 

OVERSEAS CLEARANCE, page 5.) 

*DUTIES AND OTHER RELEVANT INFORMATION 


ALL ASTERISKED ITEMS MUST BE PROVIDED FOR THE ORDER TO BE ACCEPTED. 


One of either minimum education or experience must be provided 
for the order to be accepted. Note that it is not necessary 

to supply the Occupational Title; the computer will automatically 
provide this from the Occupational Code. However, where a 
yariéty of tit@esmisspossible wat jonewis: preferred»the CEC 

should so indicate when entering the order. 


Lee saparticubarlyeanportant. thatjyourmakeyusesofethe section 
"“"Dutiesand Other Relevant Information. ' Any pertinent 
information not idirectly concerning: the job: itself; such as 

a lack of suitable housing, or its prohibitive: cost, should 
be specified. You cannot assume that local conditions known 
to you will be apparent to workers or counsellors in other 
parts of Canada. 


The computer system has been designed to allow 200 characters 
in the language of entry for "Duties and Other Relevant 
Information'., -Control,Centre,operators will have available 

to them an additional 200 characters within which to translate 
the. information provided in this »section,into the other 
official language, so that the contents of. the Bank will be 
fully bilingual’. 


Extreme caution must«be exercised in providing: order details 
ror Control Centreryopesators. .ec¢ontrolCentreroperatons will 
repeat all information provided to them prior to entering it 
in the data bank, and will inform the CEC of the system- 
generated order identifier assigned to the order within the 
Bank. 


GUIDELINES FOR OVERSEAS CLEARANCE 


Only permanent, full-time employment orders should be cleared 
overseas. CECs will verify with the employers concerned 

that they are agreeable to overseas clearance activity 

before orders are entered. 


When a CEC believes overseas clearance activity would be 
appropriate, if the occupational code in question is represented 
in the group order format on the most recent microfiche 

(i.e. 3 or more orders in the occupational code are already 
contained in the Bank), when entering the order the CEC may 
indicate to the Control Centre that overseas clearance 

should be simultaneous with exposure in Canada. 


If a CEC believes overseas clearance may be appropriate, but 
the occupation being sought is not contained in a group 

order format, the order must be entered for Canadian exposure 
only, and renewed once (see Order Renewal and/or Amendment), 
before the Control Centre is advised to clear overseas. 
(Exceptions to this instruction may be warranted, but must 

be authorized by the Regional Clearance Coordinator. The 

MAN 733 will be notated to indicate authorization was sought 
and received.) 


The person or unit responsible for entering orders in the 
Bank will review "Duties and Other Relevant Information" to 
ensure that this section contains sufficient information for 
posts abroad; e.g. where accommodation is difficult to 
obtain, this should be indicated. In addition, orders 
should not be cleared overseas if the occupation has a 
requirement for Canadian citizenship. 


CECs will be aware of instances where negotiations are being 
conducted with employers to encourage them to train Canadians 
to qualify for the employment in question. Orders for 
workers in these occupations will not be cleared overseas 
without prior authorization. Depending upon the number of 
workers sought, where the region or NHQ is prepared to 
authorize recruitment of some foreign workers, the vegiony 

or NHQ, will direct the responsible CEC to clear the order/s 
overseas. 


ORDER RENEWAL AND/OR AMENDMENT 


Orders entered, into’ the? National! Job Bank twill Mer eceave (50 
days' exposure, after which they will be automatically 
deleted from the system unless they have been renewed prior 
to the thirty day deadline. 


To renew an order the responsible person must call ‘the 
Control Centre prior to its automatic deletion, identify the 
order by the See identifier, and request renewal which 
will provide an additional 30 calendar days' exposure for 
the order. _The renewed order will retain the original order 
identifier which was issued by the Control Centre. In the 
event a request fora ‘renewal of an) orderloccurs) ai terncic 
30 day automatic deletion period, the full particulars of 


the order must be given again and a new order identifier 
will be issued by the Control Centre. 


Order data may be altered only through renewals. IT WILL 
NOT BE POSSIBLE TO AMEND THE OCCUPATIONAL CODE ON AN ORDER. 
IF THE CODE REQUIRES CHANGING THE ORIGINAL ORDER WILL BE 
CANCELLED AND A NEW ORDER ENTERED WITH THE REVISED CODE. 
(This enables! us to) balance) statistics.) 


To amend an order the CEC will call the Control Centre, 
identify the order by the order identifier, and specify the 
change/s which are to be made to the order. The order will 
then be treated as a renewal and will be given 30 calendar 
days of exposure from the date the change was made. 


ORDER DISTRIBUTION 


Access to information on all jobs in the National Job Bank 
iS available topal le Chess in Canada.) Regularly CECGs will 
receive sets of microfiche cards identifying the following: 


ine Ali Mordersmactivestin the: National’ Job-Bank in: occupational 
(Fedteit)scodelisequences Thisi will’ contain*all’ items pertinent 
to any particular order except the names of the responsible 
counsellor and CEC. 


2. Group orders. When 3 or more orders are identified for 

the same 7 digit occupation code, they will: appear in a 

grouped order format for that occupation. The information 
available will give the counsellor an overview of the vacancies 
available within the group order, including locations, 

salary, education and experience ranges. For information on 
specific” orders the Gontrol Centre must be contacted. 


oS. Sepes tonal orders.i@isein 1 above, in occupational code 
sequence, by region. 


CECs will also receive National Job Bank Inventories which 
will list all occupations currently in the Bank along with 
the locagrons*in which they tavesin demand.. This*output will 
be displayed in’a specific area of each JIC. The purpose of 
the output is to permit clients to conduct elementary self- 
screening. In addition to National Job Bank Inventories, it 
is suggested that only group orders be considered for posting 
ips, ewcernere 1S Ssignaticantiy greater likelihood that 
the vacancies represented would be available on selection by 
a client. When a new set of microfiche cards is received in 
the CEC the group orders should be reviewed in order to 
identity esurtable orders;forwposting on JIC“job boards “in 
job card format. All orders and Inventories previously 
posted should be removed, and the new material mounted, in 
order not to display orders automatically deleted from the 
system, or already filled. 


As a national standard it is not necessary for CECs to 
conduct live file searches upon receipt of National Job Bank 
microfiche cards. Because worker clients interested in 
orders in the National Job Bank will require counselling on 
living and working conditions in the area where the jobs are 
offered, and may also request exploratory mobility grants, 
they should normally be referred to counsellors in operations 
sections or to counsellors in JICs designated to contact the 
Control Centre for further information. 


In most instances, counsellors will refer to microfiche 

cards because their clients have noted on Inventories, or 

group order cards posted in the JIC, out-of-town jobs available 
in their occupations. When clients request further information 
on National Job. Bankijobss. counsellors iwilistirst i retersta 

the microfiche; lasting to determines whether“the; clients! 
education and experience seem to match the requirements of 

the jobs and whether the salaries and locations of employment 
are of interest:to, their clients. When this has been established 
counsellors and) their clients4will be: ableimutuallystosagree 
whether to query the Control Centre. for further information. 


NOTE: There will undoubtedly be occasions when counsellors 

will note in reviewing the microfiche that information on 

jobs they have entered in the Bank is incorrect or incomplete. 
When this occurs, they. should telelphone the Control Centre, 
supply the order identifier, and specify the changes to be 

made. (See Order Renewal and/or Amendment for full instructions.) 


ORDER ENQUIRY 


When counsellors require further order information on specific 
cleared orders in which clients have demonstrated an interest, 
they will telephone the Control Centre and give the operator 
the order, identifiers. Via.this query process the Control 
Centre can establish for the querying counsellors whether 

the vacancies are still available, whether the responsible 

CECs are, still-accepting queries, andthe pertinent information 
for contacting the responsible counsellors. 


In addition, the system will provide counsellors with the 
ability to "finger-walk" through the data bank in search of 
vacancies available for a particular client. There are six 
factors by which CECs are able to search the Bank for suitable 
orders. Each or any combination of these factors may be 
utilized, in conducting .a-search, through the Jobsabank- 


The Bactors are: 


Pe ae Four Gory),.d1g2teCGpO, eLhisswi ll wenab le pthesgcounse rion 
tousearch,.specific,occupations saccordinge tostheselients? 
qualifications.) It will:beypossiblesinitiallysto ident2try va 
proupsof.orders-by shouredigd taC@DOsandsathenszerogineby, 
adding additional search criteria. 


2. Salary. This will eliminate orders offering wages 
unacceptable to the client. 


3. Location. This will limit a search to a) given regional 
area, geographical area, or urban area. (See page 13 for 
area identifiers.) 


4. Experience will eliminate those vacancies for which the 
client is not qualified. 


5. 6CURCUCaAtTITON walk Lime? the search to those. vacancies which 
suit the educational level of the client. 


6. Standard Industrial Classification code will permit the 
facility to) Searchoby specific: industrial- code: and. thereby 
narrow down the specific industry within occupational code. 


As operators key-in factors provided by counsellors they 

will indicate the number of orders identified as meeting the 
civents’* criteria. “By adding additional factors’ thesnumber 

of suitable orders will be brought down to a workable level. 
Once counsellors have’ identified specific orders. suitable 

for their clients, they will note the particulars they 

require in order to communicate with the responsible counsellors 
and CECs. This information should include the responsible 

CEC's order number to facilitate identification at, the. CEC 

of the order being queried. 


REFERRAL ACTION 


Once the Control Centre has advised querying counsellors 

that jobs their clients are interested in are still available, 
and identified the responsible counsellors and CECs, communication 
becween ChGs will be direct. | This: contact, should) be’ by the 
most economical means, which in most cases will result in an 
exchange Ot telexes. However, contingentiupon; local, office 
instructions and budgets, there may be instances in which 

long distance telephone calls between CECs will be justified. 
For this reason Control Centre operators will provide querying 
counsellors with telephone numbers and area codes for the 
responsible CECs. 


Pt 18° thempresponsibility) of “thexquerying CEC.to; provides the 
responsible CEC with sufficient information concerning the 
interested; ciaent in order: that)ther responsible CEC: can 
advise the employer and determine whether a referral should 
be made. In turn, it is incumbent upon the responsible CEC 
to ensure that the querying CEC is advised promptly of the 
action which will be taken with respect to the interested 
Claent . 


Enquiries from Immigration posts will be treated in the same 
manner as enquiries from CECs. It is expected that enquiries 
of this type will normally involve an exchange of telexes. 
The 30 day automatic cancellation of all orders in the Bank 


= =.= 


will require CECs to renew orders cleared overseas until 
they are filled or cancelled. In addition, CECs should be 
aware of the importance of keeping posts fully informed of 
any decisions which may have been made by the employer 
and/or counsellor with respect to an immigrant applicant's 
suitability for an order. Without jeopardizing employment 
opportunities for Canadian citizens or permanent residents, 
prospective immigrants whose applications for immigration 
are processed on the strength of job opportunities in the 
National Job Bank should have reasonable assurance the 
positions will be available when they arrive in Canada. 


REFERRAL CONTROL 


Hold Option 


Although’ the’ Control Centre’ will’ record’ the number of queries 
made on each order, the responsibility for indicating when 
sufficient referrals have been made will rest with the’ CEC 
which entered the’ order., The’ CEC will contacenthes Conta: 
Centre to put a "hold" on an order when it no longer wishes 
the order \to be exposed. The “hold option will be usedroy 
a counsellor when there appears to be an over abundance or 
referral activity on an order, or’ when the responsible 
counsellor feels that the order no longer requires display 
but as yet a firm placement has not taken place. The "hold" 
wall be“in ‘effect-until® the’ CEC advises: the Control Centre 
that it wishes renewed exposure of the order, advises that 
the order has been filled ‘or’ is’ cancelled;“or until the 
order is automatically removed from the system, whichever 
OCCUrS f1rst.” WAL request. Cot put al order? on “holds “wit leno 
extend the life of an order. 


Cancellation 


The cancel option will be used by the responsible counsellor 
when there no longer exists a reason to have the order in 
clearance. Orders will be cancelled as soon as the CEC is 
informed that the vacancies no longer exist. Cancellation 
will be done by phone. CECs will provide the Control 

Centre operator with the order identifier and express the 
desire to cancel the’order. 


Placement Activity 


All placements on National Job Bank orders will be communicated 
to the Control Centre by the counsellor responsible for the 
order in the originating CEC. This communication will occur 

as soon as the CEC becomes aware a placement has been effected. 
Since referral information is not recorded by the system, 

local procedures must ensure this practice is followed. In 


= }]] - 


reporting placements the responsible counsellor must indicate 
which office of the Commission made the placement, even if 

it is» thee same: office which, entered, iat... This information, is 
essential for measuring the effectiveness of the National 

Job Bank. In addition, even though an order has expired 

CECs will be, expected to report placements, subsequently 
confirmed . 


Activity and Monitoring Reports 


An Order Entry Report will be produced regularly to provide 
PECs 4Wwitn access, tOmingormation to aid them in monitoring 

the National Job Bank orders which they have entered. The 
report will include all orders which have been entered since 
tier pRoduction, of thesiast Order Entry Report. The following 
informacion will be detailed in the CEC Order Entry Report: 


1) CEC code and name 

AieeOCcCuparlon. code tvearteit CCDO) 
Seeoeapaard Industrials ¢classification 

4) Number of vacancies 

5) National Job Bank order identifier 

6) CEC order number 

7) Total number of orders entered by CEC. 


To provide CECs with access to the information from the 

National Job Bank relevant to the orders which have been 

removed from the Bank during the reporting period, an Order 
Removal Report will be produced regularly by occupational 

code within the CEC. The number of vacancies with placements 
having been made on them, the number of vacancies cancelled, 

and the number of vacancies expired (via the 30 day cancellation 
route) will be identified. by Job Bank order identifier and 

CEC order number. The total number of vacancies and orders 
removed will be specified for each CEC. 


Other reports will be produced for Regional Clearance Coordinators 
and National Headquarters to monitor use of the National Job 
Bank and to identify persistent demand for labour. 


Alternate Procedures 


In the event that the Control Centre operators are unable to 
perform queries due to technical problems, the counsellor 
within the CEC making the query will be responsible to make 
use (Or the microfiche cards in order to provide a client 
with information concerning vacancies within the National 
Job Bank. 


=y Waco 


The counsellor should make note of the order identifiers 

which the client is interested in, take the client's phone 
number, and/or request that he/she return for more information 
concerning the vacancies within the next day or two. The 
counsellor in the meantime (once the technical difficulties 
have been rectified), should contact the Control Centre 
requesting the further details and contact as well the 
responsible CEC to prepare for the client's return. 


AREA SEARCH LOCATORS 


Canada 
Atlantic Includes 


- Newfoundland 

- Prince Edward Island 
- Nova Scotia 

- New Brunswick 


Prairie Includes 


- Manitoba 
- Saskatchewan 
- Alberta 


Northern Canada Includes 


- Labrador 

- Quebec North 

- Saskatchewan North 

- Alberta North 

- British Columbia North West and North East 
- Yukon 

- Northwest Territories (A11) 


Each Province 


- Newfoundland 

- Prince Edward Island 
- Nova Scotia 

- New Brunswick 

- Quebec 

- Ontario 

- Manitoba 

- Saskatchewan 

- Alberta 

- British Columbia 


Appendix A 


- Northwest Territories 
- Yukon Territory 


Within Province 
Newfoundland 

- Newfoundland (Island Only) 
- Labrador 

Prince Edward Island (A11) 


Nova Scotia 


- Mainland 
= Gabe breton 


New Brunswick (A11) 
Quebec 


- Quebec East 

- Quebec West 

- Quebec North 

- Quebec South 

- Quebec Central 


Ontario 

- Ontario North West 
- Ontario North 

- Ontario South West 
- Ontario East 

- Ontario Central 


Saskatchewan 


- Saskatchewan North 
- Saskatchewan South 


Manitoba 


- Manitoba North 
- Manitoba South 
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Alberta 


- Alberta South 
- Alberta Central 
- Alberta North 


British Columbia 


- Metro Vancouver & Lower Mainland 
- Vancouver Island 

- Okanagan-Kootenay 

- British Columbia Central Interior 
- British Columbia North West 

- British Columbia North East 


Northwest Territories 


- Northwest Territories East 
- Northwest Territories West 


Yukon (A11) 
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